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Web Link & Login

www.AssetPlanner.com 
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First enter your e-mail address and the password

provided to you by Ameresco and then click Login.

Upon logging in for the first time you will be asked 

to create a new password for your account.

Tip: If you ever forget your password you can click on the 

“I forgot my password” link. You will receive an e-mail 

with instructions on how to reset your password.

To begin our training session click on Change Password and then 

you will be asked to Accept the terms and conditions.

http://www.assetplanner.com/


Navigation:
Screen Layout & Facility List
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Home Screen Layout

Upon logging in you will be taken to the home screen which displays a navigation panel to the left, charts across the top and a 

map of your assets in the bottom section of the screen.  
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Note: There are two tabs at the 

bottom of the navigation panel. 

The Navigation Panel contains system 

messages, quick links and a history of 

last Facilities or Utility Meters viewed.

The Map displays Assets as pins that 

are shaded based on their relative 

utility consumption per area.

Charts are located across the top of the 

screen. Each chart can be expanded by 

clicking on the box in the corner.

To begin our next section click on the second tab to 

view the list of your Facilities. 



Navigation Tools

Note: we have now switched to the 

second tab to view the Facility list. 

The Menu Bar is where you will find common 

features such as Utility Tracking, Reports, 

Dashboards, Favorites, Preferences etc.

The Module selection panel allows you 

to switch between different parts of the 

software and indicates the module you 

are currently viewing.

The Tree View drop-down allows 

you to view the Asset list in 

different grouping configurations. 
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To begin our next section expand one of the 

grouping folders using the [+] sign.



Facility Tab

The second tab on the Navigation Panel will display a listing of your Facilities.  This list is your primary navigation tool: click on a Facility or 
grouping on the left and the middle panels will update with specific information relating to your selection. 

Note: when you click on a [+] sign to expand a 

Grouping Folder or Asset all related items will 

display below.  

The List button will take you to a grid style listing of 

your Assets and details relating to each.
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To begin our next section double 

click on a Facility name.



Asset Details

Double clicking on an Asset name displays 

a form style view with details & tabs. Note:

You can also right click and select “show 

details” for a pop-up style form.

Tabs across the top of the form allow you to 

view additional details relating to the Facility.

Click Save to submit changes 

to facility information.

Links on the general tab allow you to quickly 

navigate to data linked to the Asset.
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Review & Modify:
Meter Details & Utility Data



List Utility Meters
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Filters allow you to set criteria and 

narrow down the meter listing.

Note: If you leave the filters blank 

you will list all utility meters. 

To list your utility meters select List Utility Meters 

under the Utility Tracking drop-down in the Menu Bar.

Once your done using the 

filters click the Find button.



List Utility Meters
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You can Export this table to an 

excel spreadsheet.

Customize allows you to add or remove 

columns of information from your meter listing.

You can edit the meter detail 

information for multiple meters by 

selecting the meters you want to edit 

and then selecting the Modify button.



List Utility Meters
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To change the order of which 

columns appear in your table use 

the Arrow buttons.

Once you have finished adjusting the 

columns you can Save these column 

settings as either your personal 

default or the company wide default.

Then click the 

Add button.

To add a new column to your 

table select the heading from the 

list of Columns Available.



List Utility Meters
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To begin our next section use the blue 

Hyperlink to navigate to the Meter Page. 



Utility Meter Page
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After adjusting any meter 

detail information you will 

need to use the Save button 

to keep these changes.

Use the Add button to 

create a new meter reading.

Utility Providers can be 

added as Service Providers 

under the Configure drop-

down in the main menu.

Meter reading data can be edited by 

double-clicking on a cell.

The Columns drop-down allow you to 

show or hide different columns of data. 

You can re-order the columns in this 

table by clicking and dragging them.

Meter Details including Facility, Name, Utility 

Provider, Account Number, Meter Type and 

Unit of Measure for each utility meter.



Utility Meter Page – Advanced Settings
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Other Costs and Values can be 

customized for each meter allowing 

you to capture specific costs or 

values from utility invoices.

The Weather Station is automatically 

populated based on the location of the 

facility related to the meter but can be 

adjusted if needed.

Regression Analysis uses a model 

to normalize utility consumption and 

costs for weather. These settings 

can be configured against each 

meter individually or globally under 

the Company Settings.

Emissions Factors

are used for Carbon 

Footprint reports.

The Base Year is allowed to 

directly compare the utility 

data from the year specified 

with subsequent years.



Import Utility Meter Data
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Under Utility Tracking there is an 

option to Import Utility Meter Data

Browse for the saved import 

file on your computer.

Download the excel utility 

data Import Template.

The Meter ID is the unique 

number that AssetPlanner

assigns to each meter as 

they are created.

Fill out the mandatory data in the excel Import 

Template including Meter ID, Start & End Date, 

Consumption and Cons. Total Cost. The other 

fields are optional then save the import template.

Test your import file, if there are no errors 

use the Import button to upload this data.
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Reporting:
Data Exports & Reports



List/Search Utility Meter Data
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Use List/Search Meter Data to view a table 

of utility data for all or some of your meters.

After the filters have been selected, 

to begin the next section click Find.

List Format allows you to display 

the data as it was entered or 

extrapolated to monthly, quarterly 

or yearly calendar periods.

The Date Range is a key filter 

when listing utility data.



List/Search Utility Meter Data
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Customize allows you to add or 

remove columns of data or re-order 

the columns in your data table.

You can Export this utility 

data to an excel spreadsheet.

You can delete multiple meter readings 

from this table by selecting readings 

and then using the Delete button.

Column headers can be 

clicked on to sort data.



Reporting & Charts Home Page
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The Reports button on the Menu Bar will provide you 

with access to all E&S Charts and Report Exports.

To begin our next section select 

the Utility Consumption Report.

The Reports Home Page 

displays a helpful description 

next to each available report.

Reports with a Notebook

icon indicate tabular reports. 

Reports with a Chart icon

indicate graphical reports.



Utility Data Reports
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The Filters menu allows you to adjust what 

data in included in the report. 

The Show drop-down allows you to 

change the type of data being displayed 

on your chart (consumption, cost, etc.)

Show Average will add an 

average line to a bar or line graph.

The By drop-down organizes the 

report data by facility, region, function, 

utility type, utility provider, year, etc.



Report Filters
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Reports can be filtered by the Custom Detail

questions that are set-up against your facilities.

The drop-down fields allow you to filter 

what utility data is included in your report.

The Date Range filter allows you 

to specify the time period of utility 

data being included in the report.

After adjusting the 

filters select Apply.



Utility Data Trending Reports
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The Chart Icon changes 

the report format.

When reporting on consumption 

Units will allow you to change the 

consumption units on the chart.

The Date Period drop-down changes 

how trending data is organized.

After a report is customized 

you can use the Save button 

to save your report settings.



Saving Reports
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It is important to give your report 

a unique Title as this will allow 

you to differentiate between your 

saved reports.

The Description allows you to provide 

a brief summary of the Reports main 

use and function. This is especially 

important if you are saving the report 

for others to use.
Company Reports are available 

to all users in the database.

My Reports are available 

to your user account only.

Clicking Save will save the report to the folder 

you have selected.  If you are saving an existing 

report you have the option to Save as New 

which will save a new version of the report.



Dashboard Reports
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The Create Dashboard option is 

found under the Reports folder.
Dashboard reports allow you to show 

multiple reports together on a single screen.

My Dashboard allows you to set a 

dashboard as your home screen layout.  

When adding reports to a dashboard you can use the system 

default reports or saved personal/company reports. Reports can 

be selected that relate to one module or multiple different modules.

The      Arrow button can be used 

to reveal the report menu with all 

the same options available when 

working with and individual report.

»



Tips & Tricks:
Tools & Customization



Tips & Tricks
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Help buttons (blue question marks) are 

located throughout the program. Clicking 

on them will provide with information 

specific to the page you are viewing.

The Tool Box contains many useful links 

including the Energy Module Meter 

Types table and Weather Station Map.

Favorites allow you to save commonly 

used links in the software (similar to the 

favorites function on your browser).

Clicking on Home will take you back to the 

main dashboard.  This can also be done 

by clicking on any of the Module icons.



User Preferences
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To customize your AssetPlanner experience 

click on Preferences button in the Menu Bar.

Paginate Listings sets the 

number of items displayed per 

page.  In this example any grids 

larger than 50 items would 

display on multiple pages.

Number of History Items to Keep 

sets the number of history items saved 

& displayed on the Navigation Panel.

You can change your password

or log out using the buttons 

located across the bottom.

Change the AssetPlanner

Color Theme.


